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Y Objectives
o

e

* Explore critical program management
tasks and discuss challenges.

* Identify the management plans you
need to have in place.

* Discover free professional learning and
tools to build your program
management knowledge and sKills.




‘f Benefits of Better Management
o




Y What is a Project?
o




|' What is Project Management?
o

The application of knowledge,
skills, tools and techniques to
project activities to meet project
requirements.



\ 21st CCLC Projects
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Operate for 3- Sustain
5 Years Indefinitely
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' Process Groups
o

Initiating

Planning

@ You for Youth | M ing Your 21° CCLC Program 2
Program Planning Checklist

Use this checklist to document each step of your planning process. It will help you record ideas
and track planning as you manage your 215t CCLC program.
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‘f Helpful Tools
o

Managing Your 21t CCLC Program: Planning Checklist

21t Century

Community
Learning
Centers

_ Grant Proposal




Critical Task 1: Know Your Grant

What did you say What quality
you would do? indicators did you

propose?

What budget did

you propose? How much time do
you have to do the
work?




I 1

1 |
Critical Task 2 — Subtasks

Subtask 2.1 Hire your lead staff Subtask 2.2 Build your program
. - D planning team
® 2 o
o ‘nJ L. ,w[ : - |
Sit i - &
Coorcﬁﬁator Afiaaci’gﬂ c p LAAJ
artner School Community
R LEAGEES Partners
o | @ ™
N | PUVN | & |
!..:.A Parent w
Manager Engagement
Specialist Families

Page 6 of Checklist



\ CT 3: Define Your Program

OOOOOOOOOOO

* Review data:
* school level
* student level

v * student voice

V [ ]

V * Write needs assessment
[

V statements
[

* Write program SMART goals



Critical Task 4: Develop Your Project Plan

YOU FOR YOUTH

Project plan will describe:
* ' Who

Developing your project plan
is listed as the first critical
task of this process group.
But... « What
To complete your plan

(1]
A Directly [+] e
inform ['] * Why

Consider elements from [i]
critical tasks 5-10 -

[

Thoughtful planning
and design
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Questions N
to Guide

Check the questions you
would want to see answered
in your plan.

Howe will my program
demaonstrate
performance?

Planning

What sites are included
inmy programe®

Whaois eligible to attend
the program’™

Whenis my program

Haow will my program staff
apent

manage stakehol der
satisfaction?

What grade levels does
my prodgram serve’?

picture of my program to
stakeholders?

spent on programming?

What risks exist for my
project and how can they
e mitigated?

Howy will my proaram
meet the needs of
students and families?

]
[ta]

(1]

| J

How can lillustrate the big

How much money will be [ ]
(1]

[ra]
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Your project plan should include these
elements:

» Fiscal Management Plan

» Data Management Plan

» Human Resources Management Plan
» Intentional Activity Design Plan

» Student Recruitment Plan

» Communications and Outreach Plan
» Quality Assurance Plan



‘f Fiscal Plan
o

YOU FOR YOUTH

* Fiscal management.

* Don’'t have authority
 Little experience in or control of the
managing a budget. budget.




Subtask 5.1: Launch the Budget

YOU FOR YOUTH

[

Category 100: Category 200: Category 300:
Personnel Contractual Supplies
Category 400: Category 500: Category 600:

Transportation Capital Outlay Indirect Costs




Subtask 5.2: Develop Your Sustainability Plan

Sustainability Plan: describes your
strategy for continuing your
program after your 21st CCLC
funding ends.



‘f Develop Your Sustainability Plan
o

Start early

|_Engage stakeholders | Tell your story




@ You for Youth | Managing Your 21% CCLC Program 1
Creating Your Sustainability Plan

Use this tool to create your comprehensive sustainability plan. Ideally, planning will begin as you
write your initial grant proposal, but wherever you are in the grant cycle, it is time to plan for
sustainability. By carefully examining the resources you have and the ones you will need to
continue your program, a sound plan will help to sustain your program beyond the 21st CCLC
funding period.

Before you create your plan, identify your program'’s key elements and the ways in which they
contribute to the program’s overall strength. Determine which elements are essential, which parts
are great but not integral, and which areas you'd like to expand if additional funding is secured.
You may find it helpful to use a logic model to do this. Use the Y4Y logic model tool, available at
https://y4v.ed.gov/tools/summer-learning-logic-model. These questions can help you focus on
your program'’s key elements and essentials.

Key Questions for Initial Sustainability Planning

How many students do you currently serve?

How many family members do you currently serve?

Whatare your program's vision, mission and goals?

Whatare the main components of your program?

@ (Creating Your Sustainability Plan




Develop Fiscal Policies and Procedures

Annual Budgets Expenses

Page 11
of
ChecKklist

Record Keeping

Procurement Reporting




\ Data Management Plan
®

T

E - Identify your data points

A

* Develop or secure the tools to
collect the data

* Develop policies and
procedures for your data plan




\' Data Collection Policies and Procedures

YOU FOR YOUTH

.\ Describes the data

(

Dates for
collecting data

How data should
be collected




A CT 7: Human Resources Plan
L

N — @ You for Youth | Managing Your 21 CCLC Program 1
Human Resourcing Packet

Contents
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ldentify Staffing Roles

@ You for Youth | Managing Your 21°* CCLC Program 3
Human Resourcing Packet

Identifying and Recruiting High-Quality Staff

Research has shown that teacher quality has a large effect on student achievement during the school year,
and staff quality during your summer learning program is equally important. To ensure access to a large
candidate pool, begin the search process early. Here are examples of tools you can use in the recruitment,
application and interview processes.

Recruiting Staff

The first step in recruiting high-quality staff is determining your specific staffing needs and defining who
and what you want to meet those needs. If you use certified teachers from your participating school, you
may not need a separate job description. Use this template to help you organize your job requirements into
a job description.

Job Description Template

Job Title:

Availability Requirements:




Subtask 7.3: Recruit Staff

Do you have any tips or best
practices for recruiting staff?



" Student Recruitment Plan
o

O Student

-‘- Recruitment
o Plan

Enroliment Enroliment Enroliment Family
Numbers Reports Criteria Enrollment




Critical Task 10: Communications and Outreach

» Develop an internal communications plan.

» Develop an external communications plan.

» Develop an outreach and marketing plan.

Pages 22-25 of Checklist



Communications & Outreach

Internal External
Communication Communication

Outreach




‘f Quality Assurance Plan
o

Project Plan Timeline

Quality
Assurance Plan

Policy and Procedures
Guidebook

Evaluation Plan




\ Finalize Your Project Plan
L

Critical
Task
Plan

Program
Goals

Logic
Model



Periodic Independent Evaluation

Comprehensive Needs Assessment

(@, ) Develop Program Goals




\l Develop Your Evaluation Plan
o

T

Hire a qualified evaluator.
Construct a logic model.

Create and use SMART goals.

Set up your evaluation questions.
Set a plan for measuring.
Capture data.

Utilize data.

NO AN
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‘f Additional Resources
®

&7

You for Youth | Managing Your 215 CCLC Program

Project/Program Planner

Trainings to Go

L . .
* Building a Comprehensive Schedule
General Program Information
Program Name: Cycle # . . o
* |dentifying and Addressing Program
Program
Date: @ You for Youth | Managing Your 21* CCLC Progr
sample Annual Task Timeline Stren gt hs and Weaknesses
Operatic
Program
Program Annual Tasklistand Ti .
feteine * Introduction to Staff Handbook
Month Date To Do
Program
August 15 || Complete Managing Your 21= CCLC course on Y4Y. 1
August 25 | Review and ion Data
Sunday Convene stakeholders to make data-driven M °1:
Monday SR o o ° nderstanding Families an
Tuesday — Setup budgetwith Accounting Dept. and setup
Wednes ugust ledger spreadsheets in Budget packet
Thursda August Attend State Conferance
August Meetwith HR and Accounting to set pay rates,
& work hours and timesheet submittal
August Hire Staff months] m
August Develop activities tied to need 1-2 month(s) Walch TSRy
planning
August Develop Camp ivity: 1
August Develop Fa!l ralandafln show daysopen and 1 week(s)
closed andinclude packet
August ivitesi
August Pt i 1 week(s)
August Update/Develop MOU's with Principals 2 week(s)
August Secure cl 1 week(s)
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< Like Online Webinars? We’ve Got You Covered.
Register for Upcoming Webinars and
Watch Our Archived Webinars.



It's easy to join our mailing

list!

Just send your email address
by text message:

Text

Y4YINSIDER

to 22828 to get started.

Message and data rates may apply when signing up via text.






" Contact Us
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Visit us: www.y4y.ed.gov

Contact us: y4yta@seiservices.com



